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# Microsoft Edge 11 Steps

STEP 1

Navigate to the Workday Home page.
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STEP 2

Click the Profile icon in the upper right-hand corner.

STEP 3

Click "View Profile".
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STEP 4

Click "Pay".

STEP 5

Click the "Payment Elections" tab.
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STEP 6

Click "Add" to add a new Bank information.  You can also edit, remove and
 view current bank information
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STEP 7

Fill out the required information: Select the account type and enter in the
 Routing Transit Number, Account Number and Bank Name.  

You can optionally type in a Bank Identification Code and Account Nickname, too. Account 
Nicknames are helpful if you have accounts with similar account numbers and want to differ-
entiate between accounts.

Click "OK" when finished.
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STEP 8

If you would like to direct deposit different amount of money to more than
 one account, you can add another account by clicking "Edit" under Payment
 Elections.

***Note: After adding the bank information in the "Accounts" section, you will need to select 
the appropriate account under "Payment Elections" to ensure that your funds are deposited 
into the accounts that you select.
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STEP 9

Click the "+" button on the left to add a new account.  Use the "Account" and
 "Balance/Amount/Percent" columns to indicate what account you would like
 money allocated to, and how much to allocate to those accounts.
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STEP 10

Click in the Account column to select the Bank account information.
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STEP 11

In the "Balance / Amount / Percent" column select the appropriate option.
  If you select amount enter the dollar amount or if you select percent enter
 the percent.  Then Click "OK".

***Note: The bottom bank account must be selected as the balance account (this will deposit 
your full net pay if you only have one account or the remaining amount after the prior bank 
account set up)***
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